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ScreenCam Script Outline:  RPA OVERVIEW

Objective and audience
This movie is intended to introduce all modern DCPDS users to the Request for Personnel Action (RPA), including the following:

· Types of RPAs (families).

· Quick tour of the 4 pages of the RPA.

Prerequisite (recommended):  Logging On, Navigator

Setup
Setup requirements:

· A modern DCPDS account with a secure view “manager” responsibility.  (LANED/MGR).

Do not have the screen maximized.

Begin recording with the modern DCPDS navigator open, as it appears just after logging on. 

Have Internet Explorer open – and minimized –to the Desk Guide contents page.

SCRIPT

The Request for Personnel Action

Action
Script

(Intro)

Point to RPA on navigator.


This movie is going to introduce you to the Request for Personnel Action, or RPA.  

· The RPA is the basic “work order” for many kinds of civilian personnel services that you may need or actions that may be required to properly document an employee’s status – recruiting to fill a job, promoting an employee, documenting an employee’s leave without pay, and so forth.

· It’s also the basis for producing the SF50, or Notification of Personnel Action, which officially documents that a personnel action has been taken.

Point to “Navigator” on window title bar.

Click the maximize button.


This is what the navigator looks like when you first log into modern DCPDS.

· Remember, the first thing you should do when you log on is to maximize your screen.

Point to “MGR”.
The actual selections on the navigator will vary depending on what role or responsibility you are using.  This is a manager’s menu and it will have a somewhat different list than a personnelist.

Click on the Request for Personnel Action selection, then expand it with the plus-down arrow button.
As we saw during the Navigator lesson, we can expand the entries under the “Request for Personnel Action” entry by double clicking on the heading, or by using the buttons at the bottom of the navigator.  

· To see all the RPA entries, we’ll use the plus button with the down arrow.  This expands all the entries below the selected navigator entry.

Types of RPAs / Families
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Point to the RPA selections.
As you can see, there are a number of different types of actions that a manager can request for an employee.  

· In modern DCPDS, these are arranged into “families”.  

Point to Extension of NTE, then Recruit/Fill, then Non Pay, Non Duty Status.
These “families” are usually self explanatory.

· For example, you’d use the Extension of NTE family to extend a temporary action such as a temporary promotion.

· You’d select Recruit/Fill to initiate staffing action for a vacant position.

· And you’d select Non-Pay, Non-Duty Status if an employee was going on extended LWOP.

Point to the Salary Change family.
Salary Change needs special note:  

· This family covers most actions that result in a salary change to an employee such as a promotion or change to lower grade.

· It also includes a Quality Step Increase (QSI), which you might otherwise think would be found under the “award” family.

Restore Internet Explorer, point to URL.
The Modern DCPDS Desk Guide, available on-line at this address (or through CPOL via References – Modernization – Modern User Guide & Work Arounds), contains helpful information about types of RPAs.

· I’ve already got my internet browser open, but minimized.  This is a good way to keep relevant information close at hand when using modern DCPDS.

Scroll down to chapter headings, point to RPA chapter, and click.
This is in the chapter covering the Reqst for Pers Action…

Click on Types of Pers Actions section (displays the nav menu).
In the “Types of Pers Actions” section, you can click on any of the selections to see more detailed info… 

· Note, since the Desk Guide is primarily for managers and other non-personnelists, it covers the RPA selections that are found on a manager’s navigator.

Click on Awards, then point to each section in turn.
Each type of action contains the same information:  a brief description of what the action covers, what it DOESN’T cover, what information you need to include on the RPA, and whether there is a Gatekeeper Checklist available and if so, what to include.

Point to Gatekeeper section.
The “Gatekeeper Checklist” is essentially a supplement to the RPA that you can use to provide additional information.  It’s covered in another segment.  

Minimize the browser.
Now we’re going to take a quick tour of the RPA form itself, so I’m going to minimize the browser. 

Quick Tour – page 1

· Prev – Next buttons to advance

· P. 1 – empl name, authorizing “signatures,” request date

Action
Script

Click on Award.
We’ll use an Award as an example.

Point to “Page 1 of 4”.
When the RPA displays, you are seeing page 1 of 4 pages, or screens.

Point to Prev and Next buttons.
The Prev and Next buttons are used to move from page to page.

Scroll to the bottom of the page and point to the taskflow buttons.
At the bottom of each page is a series of buttons, called “Taskflow buttons,” which point to different functions.  Some of these will be pointed out in other segments; most are used in the CPOC.

Point to Part A.
Part A indicates what type of action is being requested (based on what was selected on the navigator).

· This is also where the requesting office indicates who the POC is for the action, 

· And who is officially requesting and authorizing the action.

· This is also where you’d indicate when you want the action to be effected.

Quick Tour – page 2
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Click Next to go to page 2.
Page 2 contains “From” and “To” position information.

Point to From side, then To side.
If you are moving an employee from one position to another, this page will contain information about the current (from) position and the new (to) position.

Quick Tour – page 3

· P. 3 – empl and posn data pulled from record(s)

Action
Script

Click Next to go to page 3.
Page 3 contains additional information about the employee, and about the position.

Point to employee section, then position section.
This information is pulled from the database once an employee name is inserted onto the RPA, or a position is entered.

Quick Tour – page 4

· P. 4 – remarks, separation info
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Click Next to go to page 4.
Page 4 contains:

Point to Remarks by Reqst Ofc section.
A space to include various remarks…

Point to Resig/Retire section.
A place to include information pertaining to separation actions, and

Point to Remarks.
A place where the CPOC adds any remarks that need to be printed on the SF50.

Click Next to return to page 1.
This concludes the RPA overview.  Watch for additional movies covering how to initiate an RPA and how to use the RPA with the Gatekeeper Checklist.  

Thanks for watching!
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